
Accessing all of your students’ portfolios can become overwhelming and tedious.  There are a few steps 

we can take to create links to access each student’s portfolio to avoid searching for each portfolio.     

 

1. From your PowerSchool portal, click on the printer for the desired class. 

 

 

 

  

 

 

2.  From the drop down menu “Which report would you like to print”, Click Student Email. 

                      

 

 

3.  Once the report has run, click view to open the PDF report with your students’ email 

addresses. 

 

 

4. Highlight and copy the email addresses on this report. 

 

 

 

 

 

 

 



 

 

5.  Open Excel and paste the email address that you just copied into Column B.   

 

 

 

 

 

 

6.  Copy and paste \\wchs\users\PORTFOLIO_Student\ into Column A. 

 

 

 

 

7. Click and drag the square at the bottom right hand corner of the cell down to fill the 

column with the text.  This text must be present for each student.   

 

 

 

 

 

8.  In Column C, Row 1, enter the following formula:  =A1&B1 

 

  

 

When you press enter the information from A1 and B1 will be combined.  
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9. Click and drag the square at the bottom right hand corner of the cell to fill this formula 

in the remaining cells. 

 

 

 

 

 

10. Select, highlight, and copy the information in Column C.    

11.  

12.  Go to Sheet 2 at the bottom of the document. 

 

 

 

13.  On the new sheet, right click paste and choose paste option 123. 

 

 

 

 

 

 

 



14.  To make each address a link, double click in each cell.  The address will turn blue when 

it is a link. 

 

 


